
FirstClass Sending Email Instructions

Except when you are in your calendar page you can start a new email from any
screen on our FirstClass site by clicking new message from the left side toolbar.

From the dropdown box next to the new button you have many options. The default
option is message. That is what we want, so just click new.



Type the subject in the subject line and the message in the bottom text field. In the to
field you must type in the email address of the person you are sending too and click add.

After you click Add, this is what the message will look like. You would use the same
process to add additional recipients or Cc/Bcc recipients.



If the recipient is someone with a mansd.org address you can either type his or her name
and click Add or type part of their name and select from a list that comes up.

And then click add.



If you just put a first name in the to field, when you click Add you will be given a list to
select from. You would then check the box next to the name/s you want and click select.

Finally you need to click send.



After you hit send you will be taken back to your mailbox page. You will see the sent
message in your mail box and the name field will have to in front of it to identify it as a
sent rather than received email.

You can access online help from the help contents button on the left hand toolbar. This
will provide you with detailed information on this subject.


